Business Registration internships.com

1.  Sign up as an employer and provide business information.

| EnUp |
“ internships.com

Ermployers

EMPLOYER SIGN UP




2.

Select internships.

M Home (4 Fost an Intemship or lob BErarch for Candidates -'-.-1:,-' Posts v FRosouroes

YOUR DASHBOARD

You currently have no active internships or jobs.

What kind of position do you want to post?

< ]

FNTERMG AP ENTRY LEYEL

AL My Account v




3.  Confirm company information.

AHome (4 Post an Internship or Job PsSearch for Candidates MMy Posts #Resources A My Account v

COMPANY INFORMATION

Before you post, please verify and complete your company information. This information will be used in all of your postings and will help you find the best
candidates for your internships.

Edit Company Information

Company Mame * Company Size * Sector ®
- Select - - - Select - -
Street Address * Location *
City, State or Zip Code
Primary Industry * Secondary Industry
- Select - - - Select - -

Save Settings



4.  Pick between posting a position from a template or from
scratch.

H_:-\.-l: _H_r_,:.- an lntermsl p | ﬂ._'_,_. o o andidates Wy Posis v .|l"""":l"l-' 1...-_l ACCOLNT ¥

POST POSITION

Settings Swocesshully saved,

= Ve

ETART WITH A TEMPLATE START FROM SCRATCH



5. If working with template, select position type and desired
skills.

A Home (3P

POST POSITION

Internship or Job Search for Candidates mhy Posts w FResources

START WITH A TEMPLATE

| Human Rescurces Intern Q |

Human Resources Intem

REQUIRED SKILLS

@ EMPLOYEE BENEFITS @ EMPLOYEE RELATIONS @ HRPOLICIES
@ HUMAN RESDURCES @ INTERVIEW SCHEDULING @ INTERVIEWS
@ LABOR RELATIONS @ MICROSOFT EXCEL @ MICROSOFT OFFICE
@ NEW HIRE ORIENTATIONS @ ONBOARDING @ RECRUITING

Q TALENT ACQUISITION

REQUIREMENTS

e in Human Resources or related field
nuine interest in working with people and the abi

-Working towards a Bachelor's degi
- Possess and exhibit a strong an
at all levels of the organization

- Ability to handle confi tial and sensiti
- Detail-oriented with excellent written and

tointzract

formation
rbal communication skills

RESPONSBILITIES
Assist the HR team with posting positions, sourcing resumes, scheduling interviews, and conducting
initial phone screenings.
- Participate in college
- Provide administr:
and events, completing expense repol
- Answer phones, distribute mail, pri
induding conference line
- Demanstrate discre

ruiting events to represent the company and identify potential candidate
to HR managers, including, endar mansgement, crganizing trave
and submitting service requests

cuments, order supplies, and set up meetings

edness, and a persuasive, congenial personality

| IMPORT THIS SAMPLE



. Provide posting title, posting category, requirements,
responsibilities, location, paid or unpaid and full or part-time.

Fres

;liy P

2y

POST POSITION

Need help posting your internship or Job?
Emaill our Customer Care Team.

Complets this simple form to

3000 enaracters remaining

2628 eharacers remaining.

Position Location*

Additional Infermation

Number of positions available? *

Duration




7.  Select skills required for posting and add skills manually.
AHome [(3-Post an Internship or Job PSearch for Candidates MMy Posts v FResources A My Account v

POST POSITION

Specify skills required for the job

ABILITIES/ACTIVITIES/ROLES TOPICS TOOLS

| @ MARKETING | | © CUSTOMER SERVICE | | ® MICROSOFT OFFICE |
| @ saies | | @ BuDGeTs | | @ MICROSOFT EXCEL |
|. @ BUSINESS DEVELOPMENT | | & INTERNATIONAL | + MICROSOFT WORD

| @ LEADERSHIP | | @ new BUSINESS | + MICROSOFT POWERPQINT

| © MANAGEMENT + MARKETING STRATEGY + CRM

| @ sociAL MEDIA + SALES PROCESS

| @ NEGOTIATION + CUSTOMER SATISFACTION

| @ COMMUNICATION + BUSIMESS ADMINISTRATION

| @ TrRACKING | + INTERMATIOMAL BUSINESS

| @ LeveLme + FINANCE

SEE MORE SEE MORE

Add Skills Manually

| Type and select more skills Q |

Specify skills candidates will gain on the job @ (optionan

| Type and select more skills Q |

19 required skills are selected



8. Review information before posting position.

_ PREVIEW POSTING
Back to edit Sawve as a draft

BUSINESS DEVELOPMENT / SALES INTERN o

Example MATCH SCORE

Remote

@ VIEW ON THE MAP Student will see how
well theirexperience

Q PART TIME e UNPAID and background match

with this pasition
Posted: 7/31/18
Deadline: -
Timeframe: 7/21/2012 - TED

JOB HIGHLIGHTS

JOBLEVEL: Interrship LOCATION: Riverside, CA

SKILLS YOU HAVE SKILLS YOU NEED

¥ ekills you already have?

SKILLS YOU WILL GAIN

DESCRIPTION

Sales internship

RESPONSIBILITIES

- Provide research on potential and existing clients and the competitive landscape

- Managing and following up on digital marketing campaigns

- Assist in identifying potential business oppertunities

- Monitor news and developments relating to, or impacting, key clients/prospects

- Prepare periodic reports on screening, tracking, and menitering clients and prospects

REQUIREMENTS

- Ability to work in a fast-paced environment and collaborate effectively as a team member
ommunicate at all levels with internal/external clients by phone, email and face to face
ncy in Microsoft Office (e.g. Word, Excel, and Fower Paint)

siti izaticnal, presentation and writing skills

- Pursuing & Bachelors Degrese or equivalent education




9. Provide posting title, posting category, requirements,
responsibilities, location, paid or unpaid and full or part-time.

MHome  BPostaninemshiporjob  PSearchforCandidates  WAMyPossv  AResources  AMyAccouncy
POST POSITION
Need help posting your internship o Job?
Email our Customer Care Team.




10. Select skills required for posting and add skills manually.

MHome [#Post an Internship or Job P<earch for Candidates WMy Posts v HResources LMy Account v

POST POSITION

Specify skills required for the job

ABILITIES/ACTIVITIES/ROLES TOPICS TOOLS
| @ sccounTig | | @ cuickeooxs |
| @ Frusncin | | © micres |
(@ swomme [© wesosorrocs !
[® accounrs secemane | |+ accounmme ano mmasce [ @ wicrosorr woss |
[ @ accounts pavase | | + wwesrens 4+ INTERMEDIATE

| ® Francias rerormnG | | + srarevens + ACCOUNTING SOFTWARE

|

| & joummaL enTRIES

# BUSINESE ADMINISTRATION

4+ SALES 4+ MATHEMATHS

4+ ECONOMICS

MAL # INTER|

SEE MORE SEE MORE

Add skills Manually

| Type and select mora skills Q |

Specify skills candidates will gain on the job & oeteea

| Type and select more skills (:l |

13 required sXilis are seleced

Save a5 4 draft



11. Review information before posting position.

MHome [3Post an Internship or Job PSearch for Candidates My Fosts v AResources LMy Account ¥

POST POSITION

PREVIEW POSTING
back to edit Save a< a draft

ACCOUNTANT 77

Example
Rem
LA

(@ PARTTIME @ UNPAID

MATCH SC0RE

N THE MAP

Posted: 3/6/15
Deadline:
Tireframe: &/
JOB HIGHLIGHTS
JOBLEVEL: Inermiship LOCATION: Riverside, CA
SKILLS YOU HAVE SKILLS YOU NEED

SKILLS YOU WILL GAIN

DESCRIPTION

b

RESPONSIBILITIES

REQUIREMENTS



